JUVENILE COURT ADMINISTRATOR

DEFINITION

Subject to judicial policy and direction from the Presiding Juvenile Court Judge, provides administrative support to the Juvenile Court Judges; manages the Juvenile Court Programs intake, supervision, and temporary placement services for juveniles through direct or contracted services including a reception center, detention center, shelter home, and home detention; supervises the juvenile reception center; coordinates juvenile justice services and Juvenile Court Policies with collateral agencies including human services, law enforcement, schools, and community agencies;.; and performs related work as required.

EXAMPLES OF DUTIES

Serve as Juvenile Court liaison with State, County Executive, County Board of Supervisors, other County departments, private agencies and persons involved with Juvenile Court functions; administer programs under Juvenile Court management which include budget preparation, expenditure control, personnel management, policy and procedure development/implementation; administers contracts and grants obtained by the Juvenile Court; work on special projects as assigned by the Juvenile Judges; represent the Juvenile Court in the community including informing the public of court policy; serve as an informational resource for the Juvenile Judges to enable proper assessment of community needs and impact of court action.

EMPLOYMENT STANDARDS

Education and Experience: Any combination of training and experience equivalent to a master's degree in a human services or behavioral science field; three years professional social work or related experience with delinquent and emotionally disturbed children in both residential and nonresidential settings and three years leadership or management experience including personnel administration, planning, policy/procedure development and budgeting. Required experience must include working with the juvenile justice system, including community human services agencies, schools and law enforcement. Prefer experience with governmental funding and policy-making bodies comparable to County Boards or City Councils.

Knowledge, Skills and Abilities: 

Comprehensive knowledge of the theories and practices in the fields of juvenile justice services; considerable knowledge of the statutes and other administrative rules relating to children; considerable knowledge of Juvenile Court practices and procedures; considerable knowledge of management practices including personnel management, budgeting, budget control and recordkeeping systems; ability to develop effective working relations with staff, other agencies and professionals; ability to collaborate and work cooperatively with other institutions including schools, law enforcement, purchase of service agencies and governmental bodies; ability to effectively supervise personnel including hiring, training, motivation and union contract administration; ability to communicate effectively orally and in writing.

SPECIAL REQUIREMENTS:  None
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